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PURPOSE: To establish procedures for the review and development of collateral assignments, and for 
advertising vacancies, establishing prerequisite training or skill standards, selection criteria and 
processes; and to provide guidelines for terminating collateral duty assignments. 


POLICY: The Portsmouth Police Department provides a vast array of public safety services, many of 
which are handled as collateral assignments and duties. Collateral duties, as specified below, are neither 
transfers nor promotions, and are therefore exempt from the provisions of ADM-27, Transfer to 
Specialized Units. Selection for these duties shall be in accordance with this order. 


DEFINITIONS: 
Collateral Duty: Any duty or assignment which is secondary or subordinate to the employee’s primary 
assignment. Specialized training is generally required to improve/develop an employee’s proficiency in 


performing the responsibilities of the assignment. 


Specialized Duty Assignment: Any duty or assignment which removes an employee from the 
immediate scope of the Police Department, and shifts operational responsibility to an external agency. 


Committee Membership: Participation on committees that require obligations beyond the employee’s 
primary assignment. Specialized training is not generally required. 


Liaison Assignment: Employees will be assigned to, or will develop, professional liaison roles with 
outside agencies, firms, or social groups. Specialized training is not generally required, however subject 
matter expertise is encouraged. Identifying services and resources available to the public allows law 
enforcement personnel to refer citizens in need of such services for appropriate assistance. 


GENERAL INFORMATION 

I. Specialized Duty Assignments (16.2.4 a) 
A. Examples of specialized duty assignments include, but are not limited to: 

Task force operations (DEA, ATF, FBI, VSP, etc.); 

FBI National Academy or PELS attendance; 


Disaster recovery operations outside the Mutual Aid Agreement area; 
Other external assignments as designated by the Chief of Police. 


PwWNP 


II. Collateral Duty Assignments 
A. Examples of formally recognized collateral duty assignments include, but are not limited to: 
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1. Field Evidence Technician 9. Recruiting Team 

2. Police Training Officer 10. Polygraph Examiner 

3. Crisis Intervention Team Officer 11. Infection Control/Exposure Control 
4. Crisis/Hostage Negotiator Officer 

5. SWAT Officer 12. Respirator Program Manager 

6. Marine Patrol 13. Safety Manager 

7. Honor Guard 


B. Examples of informal ancillary/collateral duties may include, but are not limited to: 


1. Breath Alcohol Examiner 5. AED Officer 

2. Police Instructor 6. Technical Services Specialist 
3. Certified Crime Prevention Specialist 7. System Administrator 

4. Certified Child Passenger Safety Officer 8. Website Manager 


C. Other supplemental duties, in addition to the employee’s primary assignment, as may be 
assigned by the Chief of Police. 


IH. Committee Memberships 
A. Examples of committee memberships include, but are not limited to: 


Department Committees: Technology, Diversity, Honor Board, etc. 

City Committees: Auto Safety Review Board, Retirement Board, Tow Advisory Board, etc. 
Civic Committees: Ports Events, Old Town Business Association, etc 

State Boards: Committee on Training (DCJS), committees of state-wide impact (CIT 
Coalition, VACP boards/committees, etc). 

5. National/International Committees: NTOA, IACP, NOBLE, PERF, etc. 


eh 


IV. Liaison Duties 


A. The Police Department maintains liaison with the following agencies in our service area: 
1. Other criminal justice agencies, including but not limited to: 
a. Norfolk, Chesapeake, Suffolk, Virginia Beach, Hampton, Newport News Police 
Departments 
Portsmouth Sheriff's Office 
Tidewater Regional Jail 
Virginia State Police 
Virginia Port Authority Police 
Maersk Safety and Security 
Navy Regional Mid-Atlantic Police 
FBI, NCIS, DEA, ATF, ICS, FAA, USCG, Secret Service, US Marshal's Service 
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2. Emergency service agencies, including but not limited to: 
a. Portsmouth Fire, Rescue & Emergency Services 
b. American Red Cross 


c. PARES - Portsmouth Amateur Radio Emergency Services 
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d. Portsmouth Humane Society 
e. Tidewater EMS Council 
f. FEMA 


3. Other agencies and organizations, including but not limited to: 


a. Portsmouth Behavioral Scholarship Funds 
Healthcare Special Olympics 
b. Portsmouth City and Crime Line 


Media Relations Council 
Old Town Business Association 


Commonwealth’s Attorney’s 
Offices 

c. The United Way 

d. The Police Unity Tour 
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4. These duties primarily involve recognized, on-going, professional relationships with 
community or national partners, generally less formalized than committee membership. 
Liaison duties may be specifically assigned, or may arise through incidental professional 
development. 


5. Point of contact information from emergency service agencies is available through the 
Emergency Communications Center (ECC). 


6. The Police Personnel Unit will maintain a list of liaison personnel. 
V. Selection Process 


A. Assignment to specialized duty, collateral duty, committees, or liaison duties may be made at the 
sole discretion of the Chief of Police in order to meet department objectives and goals. 


B. The Chief of Police may authorize Bureau or Division Commanders to appoint employees to 
non-competitive assignments within their scope (e.g. Field Evidence Technicians, Breath 
Alcohol Operators, Task Force members). 


C. Competitive assignments shall be filled in accordance with specific position processes on file 
with Police Personnel. 


1. Competitive assignments under this policy are not transfers or promotions. 
2. Competitive assignments must be posted (published) for at least fourteen calendar days. 
Department-wide email constitutes publishing. 
3. Specific pre-requisites must be included in the position announcement: 
a. Prior formal education or specialized training. 
b. Work product submission. 
c. Specific knowledge, skills, and abilities. 
4. Generally, employees must have completed one full year of employment prior to 
appointment to specialized, collateral, or committee duties. Specific assignments may have 
longer length of service requirements. 
The specific selection process to be used must be included in the position announcement. 
6. Appointment to a specialized assignment shall be based on the qualifications of the 
applicants. The division commander or a designee shall interview all applicants as part of the 
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selection process, which will also include a review of personnel files and performance 
evaluations. 


VI. Term of Appointment/Assignment 


A. 


All collateral duties and assignments within the Police Department are assigned “at will” in the 
best interest of the department and may be terminated at any time by appropriate authority. 


Assignments with specialized training requirements will generally carry a two-year obligation to 
the assignment, in compensation for the training received. 


Employees may request to “resign” from collateral duties upon completion of the initial term of 
assignment or for specific good cause as demonstrated to the affected Division Commander. 


. Employees may be removed from collateral duties for a variety of reasons, including but not 


limited to: 


a. Performance deficiencies. 

b. Failure to obtain or maintain required training. 

c. Promotion or transfer. 

d. Loss of licensing or certification specific to collateral duty. 


APPROVED: 


Edward G. is, Chief of Police 
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